
Sarpy County
Election Worker Training Guide



Election Day: First Tuesday of May & November (32-401)

Poll Worker Hours: 7:00 a.m. ς8:30 p.m. (estimate) 

Polls Open: 8:00 a.m. ς8:00 p.m. (32-908)



Time off from work for election duty

According to Nebraska State Law, no employee shall be 
subject to:

*Discharge from employment
*Loss of pay

*Loss of overtime pay
*Loss of sick leave

*Loss of vacation time
*Threat of any such action

*Any other form of penalty on account of absence 
(32-241)



SUBSTITUTES:

*We will give you as much notice as possible of an assignment as the 

assignments become available.

*You may be called on Election Day.

ALL ELECTION WORKERS:

*If you have a conflict with your service on Election Day, contact Mickey 
as soon as possible. Last minute assignments are difficult to fulfill. 

APPOINTMENT TENURE:

*Poll Workers are appointed for a two-year span (§32-321(2))



Before Election Day

*Notify employer of your election duty.(32-241)

*Attend a training class. (32-228)

*Vote early. (In Election Office or by mail.)(32-947)

*Inspectors contact the polling site.

*Inspectors contact election team members.

*Inspectors pick up ballots and supplies the morning of 
the election.(32-821)



AT THE POLLING SITE: Before the polls open.

Follow the instructions on the checklist in the Red Binder.
Arrive at your assigned polling site at 7:00 a.m.

-¦ƴƭƻŀŘ LƴǎǇŜŎǘƻǊΩǎ ǾŜƘƛŎƭŜΦ
-Complete PART 1 of the Ballot Certification Form.
-Organize ballots.
-Sign Payroll Sheet and Oath. (32-222)

-Set up and test Express Vote.(32-907) 

-Set up voting booths (32-906), and display signage (32-902) and sample ballots (32-805).

-Prepare sign-in table.
-Inspect and lock empty ballot box. (32-909)

-Check for barriers. (32-910)

-Mark additional early voters as directed by District Inspector. (32-948)



Ballot Certification Form Part 1

Two judges will verify the red security seals on the ballot 
box and complete Part 1 of the Ballot Certification Form. 
(§32-821)  

Part 1 certifies the number of ballots received by the 
election workers at the polling site before the polls open.





Locate the 
box of ballot 
sleeves.



Remove ballot 
sleeves from 
box.



Locate the
ballot style

dividers that 
are in the 

Supply Box.



Place ballot dividers in the box and the box 
ǿƛƭƭ ōŜŎƻƳŜ ȅƻǳǊ άŦƛƭƛƴƎ ŎŀōƛƴŜǘέΦ

[ƻŀŘ ǘƘŜ ōƻȄ ŀǎ ǘƘŜ άōŜŦƻǊŜ ǘƘŜ ŜƭŜŎǘƛƻƴέ 
ballot counts are certified.



Ballot Divider Colors

Primary Elections:
Republican Party & Nonpartisan-Republican are Red

Democrat Party is Blue
Libertarian Party is Yellow

Legal Marijuana NOW Party is Green
Nonpartisans will be Grey

General Elections:
All ballot dividers are greyand separated by ballot style



Sign in on the payroll sheet.(32-233)



Sign oath on page 2 of
the List of Voters Book
ά.ŜŦƻǊŜ ǘƘŜ Ǉƻƭƭǎ ƻǇŜƴέΦ (32-222)



Set up voting booths and place
instructions in each booth.



Use leg extenders to create
at least one ADA compliant 

voting booth. (32-907)



Tabletop privacy screen.



Post ALL signage that is in the signage envelope. (32-902)

ϝaŜǘŀƭ ά±ƻǘŜ IŜǊŜέ ǎƛƎƴ όƻǳǘǎƛŘŜ ŜƴǘǊŀƴŎŜύ

*Precinct sign (entrance) (32-902)

ϝάtƻƭƭǎ hǇŜƴέ ǎƛƎƴΦ όŜƴǘǊŀƴŎŜύ (32-902)

ϝάLŦ ȅƻǳ ŀǊŜ ǳƴǎǳǊŜ ƻŦ ȅƻǳǊ ǇƻƭƭƛƴƎ ǎƛǘŜΧέ όŜƴǘǊŀƴŎŜύ

*Directional Arrows (as needed)

*Sample Ballots (before sign-in table) (32-805)

*Large Federal Poster (before sign-in table) (32-902)

ϝάtƭŜŀǎŜ ǎǘŀǘŜ ȅƻǳǊ ƴŀƳŜΧέ όōȅ /ƭŜǊƪ мύ (32-914)

*Nonpartisan Voter Ballot option ςPrimary Only

(by Clerk 1, front door, and along line of voters ) (32-912) 

ϝάLŦ ȅƻǳ ŦƛƴŘ ǘƘŜ ǇǊƛƴǘΧέ όōȅ WǳŘƎŜ мύ

ϝ ά±ƻǘƛƴƎ LƴǎǘǊǳŎǘƛƻƴǎέ (each voting booth  and tables used by voters) (32-902)



Set up sign-in table.
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may set up as  needed.

Extra Judges may be assigned to receive ballots at 
the box, step in for breaks, greet voters, or shadow 
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Red Seal Procedure:

BEFORE POLLS OPEN
1. Check seals on sealed Ballot box to match with what was assigned to your precinct.
2. Break both openingseals, place in red seal bag in Red binder
3. Unload ballots and open front slot.
4. After ballot box is inspected and cleared, lock the back where ballots were pulled out from 

with the morninglock. (SEAL 1)

AT MID-DAY PICKUP
1. After all live ballots have been deposited, lock ballot box with Early Pickup lock. (SEAL 2)
2. Take out second ballot box and lock the afternoon seal on the back, not the front where the 

ballots are placed. (SEAL 3)

AFTER CLOSING OF POLLS
1. Lock the front of the ballot box with eveningseal and follow the checklist. (SEAL 4)

*SEAL NUMBERS ARE ASSIGNED FOR THEIR PROPER TIME*



Assigned red seal number used to secure the 
large door is on the Seal Assignment Slip.

Precinct #1
Fontenelle Forest Nature Center

Tuesday, November 8thςGENERAL ELECTION 
REDPLASTIC SEALS

***ALL FOUR SEALS MUST BE ACCOUNTED FOR***

Morning (Box 1, back): 145797 Early Pickup (Box 1, front): 145798

Afternoon (Box 2, back): 145799 Evening (Box 2, front): 145800



Inspect and lock empty
ballot box. (32-909)



Ballot box ready for
voting.


